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	t24: POSITION SUMMARYUnder general supervision, the Office Assistant (Typing) (Permanent Intermittent) provides a variety of clerical services to the California Bay-Delta Authority.  The incumbent uses initiative and independence to perform assigned duties.  ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The incumbent may be rotated with other support staff within the organization for cross-training purposes.  The specific essential functions are:Type, edit, and format correspondence, reports, charts, tables, administrative forms, and other material.  Many of these typing assignments are of a technical nature. Proofread outgoing correspondence prepared by staff for grammar and for consistency with Program procedures and policies. Draft letters from written or verbal instructions.Deal tactfully and communicate effectively with incoming callers, direct calls and messages to appropriate staff; follow general guidelines and use independent judgment in answering telephone inquiries, and gathering or disseminating information to the public and other governmental entities.Assist with preparation of meeting materials for various public meetings associated with the Bay-Delta Public Advisory Committee and the California Bay-Delta Authority. Reserve meeting rooms, audio-visual equipment, and set up meeting rooms. Assist with travel arrangements for program managers and Authority Members; review travel expense documents for completeness and consistency with state and federal procedures.OTHER RESPONSIBILITIESExpress mail, faxing, and running errands as needed.  Assist with mail room functions, as needed.SPECIAL REQUIREMENTSAbility to move up to 15 pounds; stamina and ability to sit at desk, typewriter, and/or computer for extended periods of time; standing for long periods of time may be required while filing and copying; ability to deliver and retrieve various documents.Ability to communicate effectively and use good judgment in resolving problems.  Work well with others in a team environment.
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